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LETTER  OF  TRANSMITTAL 


March  15,  19U5 


Montana  State  Board  of  Health 
Montana  Departnent  of  Public  Welfare 
Montana  Unemployment   Compensation  Commiseion 

Gentlemen: 

The  Merit  System  rules  for  the  Montana  State  Board  of  Health, 

the  Montana  Department  of  Public  Welfare,  and  the  Montana  Unemployment 

Compensation  Commission  provide  that: 

"...The  Council  shall  examine  into  and  make  a  written 
report  at  least  annvially  on  the  operation  of  the  Merit 
System  including  the  conduct  of  examinations,  the  estab- 
lishment of  registers,  certifications  from  the  registers, 
promotions,  salary  advancements,  dismissals,  demotions, 
transfers,  and  separations,  and  the  maintenance  of 
classification  and  compensation  plans..." 

In  compli-ince  with  the  above  provision,  we  have  the  honor  of 

transmitting  herewith  the  report  of  the  Merit  System  Council  for  the 

period  from  Jrjiuary  1,  l^k   to  December  31,  I9UU. 

Respectfully  submitted, 

Skmnet  J.  Riley,  Chairmen 

Francis  A.  Thomson,  Member 

E.  Martin  Larson,  Member 


REPORT  OF  MONTAIIA  JOINT  MERIT  SYSTiM  COUNCIL 
Covering  period  from  January  1,  1944  to  December  31,  1944 
HISTORICAL  BACKGROUND 

The  Montana  Joint  Merit  System  Council  has  been  in  operation  since 
May,  1940,  at  which  time  the  separate  Merit  ^stem  programs  in  effect 
for  agencies  operating  under  the  provisions  of  the  Social  Security  Law 
were  combined  into  one  joint  system.   The  Unemployment  Compensation 
Commission,  the  Department  of  Public  Welfare,  and  the  State  Board  of 
Health  already  had  merit  systems  in  operation  to  a  greater  or  lesser 
extent  and  combination  of  the  separate  merit  system  jurisdictions 
vinder  one  head  was  for  the  dual  purpose  of  cutting  the  operation  cost 
and  of  securing  greater  uniformity  in  procedures. 

Since  the  federalization  of  the  United  States  Employment  Service, 
the  Joint  Merit  System  has  continued  to  serve  that  agency  by  conducting 
examinations  for  the  positions  in  which  new  employees  have  been  needed. 
All  certifications  of  eligibles  to  the  United  States  Stiployment  Service 
are  also  approved  by  the  United  States  Civil  Service  Commission  and 
other  kinds  of  personnel  actions  such  as  salary  increases,  promotions 
and  the  like  are  entirely  under  the  jurisdiction  of  the  Civil  Service 
Commission.  For  that  reason,  it  is  not  possible  to  give  detailed  infor- 
mation Concerning  personnel  actions  in  the  United  States  Employment 
Service  in  this  report.   In  the  first  year  of  operation,  the  Joint  Merit 
System  conducted  qualifying  examinations  for  all  employees  under  the 
System  who  had  not  previously  been  examined  and  also  set  up  registers  of 
eligibles  from  which  new  employees  could  be  selected  as  neoded.   In  the 
last  two  years,  due  to  the  Increasing  difficulty  of  securing  qualified 
employees,  the  most  exacting  task  of  the  Merit  System  has  been  that  of 
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recruiting  people  to  fill  the  many  yacancies  that  have  occ\irred  in  the 
various  agencies  which  it  serves.   It  has  not  always  been  possible  to 
give  examinations  and  establish  registers  before  vacancies  had  to  be 
filled  and  a  number  of  provisional  appointments  have  been  made;  however, 
examinations  have  been  conducted  for  such  provisional  appointees  within 
six  months  after  the  date  of  appointment  except  in  the  case  of  provisional 
employees  in  the  State  Board  of  Health.   The  shortage  of  qualified  employees 
available  for  the  State  Board  of  Health  is  so  serious  that  it  may  be 
necessary  to  continue  provisional  appointments  in  that  agency  for  the  duration 
of  the  war. 

In  order  to  secure  the  services  of  as  many  as  possible  of  the  persons 
who  apply  for  positions  \inder  the  Merit  System,  the  examination  process 
has  been  speeded  up  and,  at  the  present  time.  Merit  System  tests  axe  given 
in  any  county  from  which  five  applications  have  been  received.   Oral  inter- 
views have  been  eliminated  wherever  possible  in  order  to  save  time  in 
setting  up  registers  and  greater  emphasis  is  being  placed  on  the  probation- 
ary period  as  a  part  of  the  examining  process. 
M2RIT  SYSra-i  COUNCIL 

The  members  of  the  Merit  System  Council  are  Dr.  amnet  J.  Hiley, 
President  of  Carroll  College  at  Helena;  Dr.  E.  Martin  Larson,  physician, 
of  Great  Falls;  and  Dr.  Francis  A.  Thomson,  President  of  the  Montana  School 
of  Mines  at  Butte.   The  Council  members  are  appointed  for  six-year  terms 
in  such  a  manner  that  one  term  expires  in  each  even  ntunbered  year. 

The  Merit  System  Council  is  responsible  for  establishing  the  general 
policies  with  respect  to  the  personnel  administration  of  the  agencies 
concerned,  and  it  is  empowered  to  make  recommendations  with  respect  to 
methods  and  standards  of  personnel  administration  in  conformity  with  the 
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rid.es  of  the  various  agencies. 

Daring  the  period  covered  hy  this  report  the  Ccjiicil  has  held  three 
meetings,  ^ong  the  matters  which  have  been  considered  in  these  meetings 
have  "been  one  appeal  from  a  person  rejected  from  taking  an  examination, 
changes  in  compensation  and  classification  plans,  changes  in  Merit  System 
nales  for  the  various  agencies,  approval  of  examination  programs  and  new 
registers  as  established,  approval  of  the  semi-annual  budget  for  the 
Merit  System  Office  and  problems  in  connection  with  re-employment  of 
previous  employees  now  serving  with  the  armed  forces  of  the  United  States. 
Special  note  should  probably  be  made  of  the  fact  that  only  one  appeal  of 
any  kind  was  presented  to  the  Coijmcil  during  the  entire  year. 
SHA2I5ZS  IN  AH-ilNISTRATIVZ  5B&ULATI0NS 

Problems  of  personnel  in  the  various  agencies  under  the  Merit  ^stem 
continued  to  be  about  as  difficult  as  in  the  previous  year.   Large 
numbers  of  employees  were  lost  to  other  types  of  employment,  chiefly  to 
Federal  agencies  who  pay  considerably  better  salaries  and  to  War  plants. 
The  latter  loss  can  prcbably  be  attributed  in  part  to  the  chances  for 
better  wages  but  it  is  also  likely  that  many  people  left  because  they 
felt  they  wanted  to  be  in  a  type  of  work  more  generally  recognized  as 
essential  to  the  War  effort.   In  order  to  offset  these  continued  losses 
of  employees,  it  has  been  necessary  to  be  very  liberal  in  granting  salary 
increases,  and  upward  revisions  have  been  made  in  a  number  of  salary 
schedules. 

During  the  year  a  few  inquiries  were  received  from  persons  now 
serving  v.lth  the  armed  forces  of  the  United  States  who  wished  to  know 
what  chances  for  employment  they  would  have  after  the  War.   All  fornier 
employees  who  went  directly  from  their  agency  to  the  armed  forces  naturally 


have  unquestioned  reinstatement  rights,  but  a  number  of  employees  secured 
other  essential  war  work  after  leaving  the  agency  and  then  entered  the 
armed  forces.  Most  of  these  people  were  good  employees  and  to  protect  their 
rights  the  I-!erit  System  Council  has  adopted  the  policy  of  leaving  all 
present  registers  in  effect  until  at  lerst  six  months  after  the  end  of  the 
War.   Near  the  end  of  the  year,  it  was  discovered  that  the  Veterans' 
Preference  rule  applied  only  to  persons  who  had  served  with  the  anned  forces 
prior  to  the  present  conflict  and  steps  have  already-  been  taken  to  correct 
that  matter. 

In  the  last  few  months  of  1943,  a  few  of  the  examinations  had  been 
conducted  on  a  county  basis  rather  than  at  larger  centers  as  in  previous 
years.   During  1944,  tests  were  scheduled  in  any  Coiinty  fro.T.  which  five 
applications  had  been  received  as  soon  as  possible  after  the  receipt  of  the 
five  applications.   Whenever  it  seemed  likely  that  it  would  take  a  long 
time  before  five  applications  would  be  received  from  a  certain  Coijmty,  the 
applicants  vere  allowed  to  go  to  another  Co'onty  to  taire  their  tests  and  by 
this  combination  of  counties  it  was  possible  to  exairdne  a  majority  of 
applicants  within  six  weeks  after  the  receipt  of  an  application. 

As  in  previous  years  the  changes  in  procedure  vere  all  r.ade  for  the 
purpose  of  increasing  the  efficiency  of  the  Merit  System  program  and  none 
of  the  f\indamental  principles  originally  established  have  in  any  v;ay  been 
set  aside. 
HZCH'Jir.iZL'T 

During  the  year  recruitment  was  continued  for  most  classes  of 
positions  under  the  Merit  System  for  which  replacements  were  needed  and 
examinations  were  given  at  one  or  more  centers  in  the  State  at  different 
times  during  the  year.   These  examination  programs  varied  in  size  from 
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five  schediiled.  candidates  in  a  single  coiinty  examination  to  562  candidates 

in  the  state-wide  program  conducted  in  the  latter  part  of  April.  The 

classes  of  positions  for  which  examinations  were  given  in  these  various 

programs  were: 

Junior  Clerk  Junior  Caseworker 

Junior  Clerk-Typist  Junior  Interviewer 

Junior  Stenographer  Telephone  Operator 

Intermediate  Stenographer  Junior  Child  Welfare  Worker 

Senior  Stenographer  Senior  Child  Welfare  Worker 

An  examination  has  been  announced  for  Supervisor  of  Services  for  the  Blind 
and  the  written  test  is  scheduled  for  the  latter  part  of  January,  1945. 
This  position  is  the  only  one  for  which  a  closing  date  for  receipt  of 
applications  was  established  since  it  is  not  anticipated  that  there  will 
be  a  continued  need  for  replacement  in  this  particular  job.  Montana 
residence  was  required  for  all  classes  of  positions  except  in  the  Child 
Welfare  series.  Montana  residence  was  waived  for  these  positions  because 
it  is  not  possible  to  secure  an  adequate  supply  of  trained  people  for  this 
type  of  work  v/ithin  the  State.   In  fact,  it  is  not  possible  to  secure  enough 
people  for  this  kind  of  v/ork  anywhere  due  to  the  very  great  demand,  at  the 
present  time,  for  persons  with  training  in  this  field. 

In  order  to  secure  adequate  publicity  for  the  examinations,  announce- 
ments v;ere  released  to  the  following  groups  and  individuals: 

All  postmasters  in  Montana 

All  Montana  service  clubs 

All  clerks  and  recorders  in  Montana 

All  county  superintendents  of  schools  in  Montana 

All  colleges  and  business  colleges  in  Montana 

All  newspapers  in  Montana 

All  schools  of  social  work  in  the  United  States 

All  persons  included  on  mailing  lists 

All  members  of  the  1943  Montana  Legislative  Assembly 

All  public  and  private  libraries  in  Montana 

All  labor  organizations  in  Montana 

News  releases  were  prepared  from  time  to  time  stressing  the  positions 
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for  which  the  need  for  new  workers  was  the  greatest.   These  releases 
were  sent  to  daily  and  weekly  papers  throughout  the  state  and  also  to  all 
the  radio  stations  in  the  state, 
HECSIPT  ACT  aZ\''IEW  OF  APPLICATIONS 

All  applicants  for  work  in  positions  covered  by  the  Merit  System  are 
required  to  fill  out  a  comprehensive  application  form  listing  their 
training  and  experience  in  detail.   On  the  basis  of  information  contained 
in  the  application  blank,  a  decision  is  made  as  to  whether  or  not  the  ap- 
plicant is  qualified  for  a  position.  For  those  positions  which  call  for  a 
rating  of  training  and  erperience  as  a  part  of  the  final  grade,  the 
application  blank  is  the  primary  source  of  information  supplemented  by 
inquiry  forms  sent  to  former  employers  and  schools  at  which  the  applicant 
has  received  training. 

During  the  year  879  persons  applied  to  take  the  examinations  for  the 
various  classes  of  positions  announced  by  the  Merit  System.   The  niunber  of 
applications  received  for  each  position  and  the  number  of  persons  accepted 
is  given  in  Table  I.  Many  of  these  people  applied  to  take  more  than  one 
test,  the  total  number  of  position  applications  being  1,343,  or  an  average 
of  1.53  applications  per  person.   This  compares  very  favorably  v.-ith  the 
receipt  of  applications  in  1943  when  only  470  persons  applied  and  the  total 
of  position  applications  was  551,  or  an  average  of  1.17  applications  per 
person. 

Each  application  was  carefully  processed  as  soon  as  it  was  received 
in  the  Merit  System  Office,  and  a  preliminary  evaluation  was  made  to 
determine  whether  the  applicant  could  be  accepted  for  the  positions  for  which 
he  had  filed.   Occasionally  it  was  difficult  to  determine  whether  the 
applicant  met  the  minimum  requirements  and  in  such  cases  assistance  v/as 
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TABLE  I 

PERSONS  APPLYING  FOH  MERIT  EXAHIKAIIONS 

JAN.    1.    1944  -   DEC.    31,    1944 


15 

15 

22 

22 

26 

26 

16 

14 

12 

11 

6 

6 

9 

7 

8 

8 

1 

1 

2 

2 

1 

1 

0 

100.0 

0 

100.0 

0 

100.0 

2 

87.5 

1 

91.7 

0 

100,0 

2 

77.8 

0 

100.0 

0 

100.0 

0 

100.0 

0 

100.0 

Period  Position  Number  of  Persons Per  Cent 

Applied  Admitted  Rejected  Adniitted 

Jan.  1     Junior  Clerk 

to       Jxinior  Clerk- Typist 
March  31   Junior  Stenographer 

Intermediate  Stenographer 

Senior  Stenographer 

Telephone  Operator 

Junior  Caseworker 

Junior  Interviewer 

Jr.  Child  Welfare  Worker 

Sr.  Child  Welfare  Worker 

Child  Welfare  Consultant 

Totals  -  First  Quarter      118     113       5      96.0 


April  1    Junior  Clerk 

to      Junior  Clerk- Typist 
Jxrne  30    Junior  Stenographer 

Intermediate  Stenographer 

Senior  Stenographer 

Telephone  Operator 

Junior  Caseworker 

Junior  Interviewer 

Jr.  Child  Welfare  Worker 

Totals  -  Second  Quarter    1032     982       50       95.2 


J\ily  1     Junior  Clerk 

to      Junior  Clerk-Typist 
Sept.  30   Junior  Stenographer 

Intenaediate  Stenographer 

Senior  Stenographer 

Junior  Caseworker 

Junior  Interviewer 

Jr.  Child  V/elfare  Worker 

Totals  -  Third  Quarter       79      72        7       91.1 
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115 

112 

3 

97.4 

373 

367 

6 

98.4 

414 

405 

9 

97.8 

45 

34 

11 

75.6 

22 

19 

3 

86.4 

3 

2 

1 

66.7 

35 

25 

10 

71.4 

23 

17 

6 

73.9 

2 

1 

1 

50.0 

15 

15 

0 

100.0 

18 

18 

0 

100.0 

13 

13 

0 

100.0 

12 

11 

1 

91.7 

6 

6 

0 

100.0 

6 

3 

3 

50.0 

8 

6 

2 

75.0 

1 

0 

1 

0.0 

TABLE  I,  Continued 


Period          Position  Number  ^^ergppB  l'\^'''\ 

Applied  Aurlvtod  Rejected  Adjnltted 

Oct.  1     Junior  Clerk  19  19  0  100.0 

to       Junior  Clerk-Typist  17  17  0  100.0 

Dec.  31    Junior  Stenographer  14  14  0  100.0 

Intermediate  Stenographer  7  7  0  100.0 

Senior  Stenographer  6  6  0  100.0 

Telephone  0p-?rator  3  3  0  100.0 

Junior  Caseworker  23  18  5  78.3 

Junior  Interviewer  17  16  1  94.1 

Jr.  Child  Welfare  Worker  2  0  2  0.0 

Sr.  Child  Welfare  Worker  5  4  1  80.0 

Child  Welfare  Consultant  10  1  0.0 

Totals  -  Fourth  Quarter  114  104  10  91.2 


TOTALS  -  JAN.  1,  1944  -  DEC.  31,  1944  1343    1271       72       94.6 

secured  fro.-^  persons  who  were  familiar  vdth  the  requirements  of  the  agencies 
concerned  and  the  specifications  for  the  positions  for  which  the  examina- 
tions were  being  given. 

Most  of  the  people  who  applied  to  take  Kerit  System  examinations  were 
admitted  to  the  tests.  For  all  classes  of  positions  only  5.4  per  cent  of 
the  persons  who  applied  were  rejected.   Under  present  conditions  of  employ- 
ment, few  people  will  go  to  the  trouble  of  filing  an  application  for  a  job 
■unless  they  are  quite  certain  they  have  a  chance  of  being  considered  for 
employment. 

The  verification  of  training  and  experience  listed  by  the  candidate  on 
his  application  form  was  made  after  the  test  was  given.   It  would  probably 
be  of  some  advantage  to  make  the  verification  before  establishing  the 
register,  but  such  a  process  would  take  too  much  time  and  would  be  wasteful 
in  the  case  of  persons  who  failed  some  other  part  of  the  test.   The  Kerit 
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System  Council  has  received  very  fine  cooperation  from  former  employers 
and  schools  attended  by  applicants  in  response  to  verification  requests 
and  feels  that  under  present  conditions  no  inquiries  should  be  sent  out 
that  are  not  absolutely  essential. 
WRITTM  EXAj-IINAIIONS 

Daring  the  period  under  review,  the  written  test  was  used  as  the  basic 
part  of  the  examination  for  each  class  of  position.  Practically  all  ques- 
tions other  than  arithmetic  problems  in  the  clerical  tests  were  of  the 
multiple  choice  type.  Most  of  the  material  used  was  developed  by  the  State 
Technical  Advisory  Service  of  the  Federal  Social  Security  Board,  the  United 
States  Civil  Service  Assembly,  and  competent  test  consultants  in  Montana. 
All  material  for  clerical  and  stenographic  examinations,  including  the 
written  and  performance  tests,  was  developed  by  members  of  the  Merit  System 
staff.   During  the  year  a  file  of  examination  materials  used  in  all  the 
various  types  of  examinations  that  have  been  given  was  established.   As  soon 
as  possible  it  is  planned  to  evaluate  the  individual  questions  now  on  hand 
to  determine  which  ones  have  been  most  effective  in  selecting  desirable 
employees.   The  Merit  System  Office  now  has  on  hand  over  5,000  questions 
and  new  material  is  being  added  constantly. 

The  vnritten  examinations  were  given  on  a  county  basis  whenever  five  or 
more  applications  had  been  received  for  a  particular  center.   Daring  the 
year  the  tests  were  given  at  61  different  cities  throughout  the  State. 
Practically  all  of  the  tests  were  administered  by  high  school  or  college 
teachers,  most  of  whom  have  now  served  in  the  capacity  of  monitors  for  at 
least  two  years.   The  test  centers  that  were  used  and  the  monitors  that  were 
employed  for  each  center  are  listed  in  Table  II.  A  few  examinations  were 
conducted  outside  of  the  State,  chiefly  for  applicants  for  Child  Welfare 
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TABLE  II 
MONITORS  FOR  MERIT  EXAMINATIONS 
JAN.  1,  1944  -  DEC.  31.  1944 


Examination  Center 

Name 

Title 

Montana  Examination  Centers 

Anaconda 

Papez,  Mary 

Monitor 

Bainvllle 

Homo.  Mildred 

Monitor 

Baker 

Bruggeman,  L.  Frederic 

Monitor 

Belt 

Mornout,  Louise 

Monitor 

Bigfork 

Dufour,  Doloris 

Monitor 

Big  Sandy 

Sigg,  Alfreda  G. 

Monitor 

Big  Timber 

Johnson,  Betty  L. 

Monitor 

Billings 

Lahr,  J.  A. 

Monitor 

NTigent,  Lois 

Head  Monitor 

Bozemein 

Montgomery,  Zula 

Head  Monitor 

Butte 

Charles,  Florence 

Dictation  Monitor 

Kennedy,  Ruth 

Head  Monitor 

Chester 

Duncan,  Merle 

Monitor 

Colstrip 

Shipley,  Mrs.  R.  D. 

Monitor 

Columbia  Falls 

Graham,  Margaret 

Monitor 

Conrad 

Hefty,  S.  0. 

Monitor 

Custer 

Van  CI eve,  Miss 

Monitor 

Out  Bank 

Wesin,  Martha 

Monitor 

Deer  Lodge 

Stevenson,  Jessica 

Monitor 

Dillon 

Sweeney,  Margaret 

Monitor 

acalaka 

Callaghan,  Jessie 

Monitor 

Eureka 

Fulton.  Lucille 

Monitor 
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Examination  Center 


Name 


Title 


Fairfield 

Fairview 

Forsyth 

Fort  Benton 
Froid 
From"berg 
Glasgow 

Gl  endive 

Great  Falls 

Kardin 

Havre 

Helena 


Hinsdale 
Hysham 
Kali  spell 

Lewistovm 
LilDby 

Livingston 
Lodge  Grass 
Malta 


Hanson,  Elsie 

Baer,  Wllmer 

Cheney,  T.  M. 
Shannon,  Margaret  E. 

Schmidt,  Mrs,  Charles  W. 

Lee,  Muriel  Doten 

Kiosse,  Mary 

Gohla,  Katherine 
Johnston,  Jean 

Davis 

Morris,  Beulah  K. 

Morse,  Willa 

Gillespie,  0.  Lloyd 
Sofas,  Cecelia 

Cappious,  Hazel 
Cowell,  Helen 
Lane,  Edith 
Pickolick,  Frances 
Stevenson,  Margaret 

Weingartner 

Isaac,  Evelyn 

Hanson,  Allan  C, 
Soreng,  Geda 
Merritt,  Russell 

Broclonan,  L.  0. 

Hendricks,  Mrs.  Ed 

Russell,  Carrie 

Brovm,  Linetta 

Rasmussen,  Mrs.  W.  M. 


Monitor 

Monitor 

Monitor 
Dictation  Monitor 

Monitor 

Monitor 

Monitor 

Head  Monitor 
Monitor 

Head  Monitor 

Head  Monitor 

Monitor 

Head  Monitor 
Dictation  Monitor 

Dictation  Monitor 
Dictation  Monitor 
Head  Monitor 
Head  Monitor 
Monitor 

Monitor 

Monitor 

Monitor 
Head  Monitor 
Head  Monitor 

Head  Monitor 

Monitor 

Monitor 

Monitor 

Monitor 
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Examination  Center 


Name 


Title 


Manhattan 
Melstone 
Miles  City 

Missoula 

Plentywood 

Poison 

Poplar 

Red  Lodge 
Roundup 

St.    Ignatius 
Scobey 

Shelby 

Sidney 

SimfflB 

Stevensville 
Thompson  Falls 
Twin  Bridges 
Wesfby 
Whitefish 
Wilsall 
Wolf  Point 


Waters,    Louise  Harris 

Curtis,    Dorcas 

Denton,    Glenn 
Gill,    Louise 
Hagerty,   Mrs,    Dave 

Keeton,    Florence 
Wilson,    Mrs.    Brenda 

Eastvold,    Alice 
Fellbaum,   E.   H. 

Ede,  Grace 

Graves,  Mary  Louise 

Freeman,  Ina 

McLean,  Elizabeth 

Bruegger,  Vera  M. 
Wetzel,  W.  W, 

Oktabec,  Helen 

Homeland,  Irene 
Sickles,  Mrs.  E.  H. 

Messinger,  Oliver 
Persha,  Joseph 

Nadler,    Betty 

Bold,  Cecelia 

Cornwright,  Esther 

Fry denlund ,  Olive 

Allaby,  Loie 

Relnke,  Phyllis  M. 

Hehr,  Alvira 

Sheridan,  Helen 

Erlckson,  Christine 


Monitor 

Monitor 

Head  Monitor 
Dictation  Monitor 
Dictation  Monitor 

Monitor 
Head  Monitor 

Dictation  Monitor 
Head  Monitor 

Monitor 
Monitor 

Monitor 

Monitor 

Dictation  Monitor 

Head  Monitor 

Monitor 

Monitor 

Monitor 

Dictation  Monitor 
Head  Monitor 

Head  Monitor 

Monitor 

Monitor 

Monitor 

Monitor 

Monitor 

Monitor 

Monitor 

Head  Monitor 
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Exaniination  Center  Nar-e  Title 

Out-of-State  Sxaminatlon  Centers 

Pittsburgh,  Pa.           Hathway,  Marion  Head  Monitor 

Vermillion,  South  Dakota   Hill,  Reuben  Head  Monitor 

Saint  Joseph,  Minnesota    Joseph,  Sister  Patrick  Head  Monitor 

Saint  Louis,  Missouri      Scheller,  Rev.  A.  J.  Head  Monitor 

positions.   Usually  these  tests  were  conducted  by  faculty  members  at  the 
colleges  where  the  applicants  were  in  attendance. 

The  v/ritten  tests  were  scored  by  the  use  of  scoring  templates.  Wher- 
ever possible  the  passing  grade  was  set  at  70/S  of  the  items  but  for  some 
of  the  tests  the  material  was  sufficiently  difficult  so  that  a  lower 
passing  grade  had  to  be  used.   Since  the  number  of  applicants  for  each 
individual  testing  program  was  rather  small,  it  was  not  felt  advisable  to 
base  the  passing  point  on  the  performance  of  an;'  single  c^oup  but  instead, 
the  same  standard  of  performance  was  required  for  all  groups  throughout 
the  year.   Since  recruitment  was  continuous,  it  was  necessary  to  develop  new 
written  examinations  at  frequent  intervals  and  in  so  far  as  possible  these 
different  tests  were  prepared  at  the  same  level  of  difficulty. 

The  number  of  position  applications  accepted  during  the  year  was 
1,271,  while  the  number  of  individual  examinations  written  was  998  or  78.5 
per  cent  of  those  eligible  to  participate.   This  per  cent  of  attendance 
was  a  considerable  improvement  over  the  previous  two  years  since  only  73.4 
per  cent  and  71.6  per  cent  of  those  eligible  to  take  the  tests  in  1942  and 
1943,  respectively,  appeared  for  the  examination.   This  improvement  In 
attendance  Is  \in questionably  due  to  the  fact  that  it  was  possible  to  give 

16. 


TABLE  III 

RESULTS  OF  raiTTHT  EXAMINATIONS 

JAN.    1,    1944  -   DEC.    31.    1944 


Number 

.  Per 

N'oail: 

ler 

Per 

Elig- 

Appear- 

Ab- 

Cent 

Pass- 

Fail- 

Cent 

Period 

Position 

ible 

ing 

sent 

Appear- 
ing 

ing 

ing 

Pass- 

ine 

Jan.  1 

Jr.  Clerk 

15 

9 

6 

60.0 

7 

2 

77.8 

to 

Jr.  Clerk- Typist 

22 

12 

10 

54.6 

11 

1 

91.7 

March  31 

Jr.  Stenographer 

26 

18 

8 

69.2 

15 

3 

83.3 

Int.  Stenographer 

14 

9 

5 

64.3 

8 

1 

88.9 

Sr.  Stenographer 

11 

3 

8 

27.3 

2 

1 

66.7 

Telephone  Opr. 

6 

3 

3 

50.0 

2 

1 

66.7 

Jr.  Caseworker 

7 

3 

4 

42.9 

3 

0 

100.0 

Jr.  Interviewer 

8 

7 

1 

87.5 

5 

2 

71.4 

Jr.  Ch.  Welf.  Wrkr. 

1 

1 

0 

100.0 

1 

0 

100.0 

Sr.  Ch.  Welf.  Wrkr. 

2 

2 

0 

100.0 

2 

0 

100.0 

Child  Welfare  Cons. 

1 

1 

0 

100.0 

1 

0 

100.0 

Totals  -  First  <itr.   113 


68   45 


60.2   57 


11   83.8 


April  1   Jr.  Clerk 

to      Jr.  Clerk- Typist 

June  30   Jr.  Stenographer 
Int.  Stenographer 
Sr.  Stenographer 
Telephone  Opr. 
Jr.  Caseworker 
Jr.  Interviewer 
Jr.  Ch.  Welf.  V/rkr. 

Totals  -  Second  Qtr. 


July  1    Jr.  Clerk 

to      Jr.  Clerk- Typist 

Sept.  30  Jr.  Stenographer 
Int.  Stenographer 
Sr.  Stenographer 
Jr.  Caseworker 
Jr.  Interviewer 


112 

95 

17 

84.8 

77 

18 

81.1 

367 

309 

58 

84.2 

239 

70 

77.3 

405 

344 

61 

85.0 

299 

45 

86.9 

34 

26 

8 

76.5 

23 

3 

88.5 

19 

14 

5 

73.7 

12 

2 

85.7 

2 

2 

0 

100.0 

2 

0 

100.0 

25 

13 

12 

52.0 

12 

1 

92.3 

17 

13 

4 

76.5 

10 

3 

76.9 

1 

1 

0 

100.0 

1 

0 

100.0 

982 

817 

165 

83.2 

675 

142 

82.6 

15 

13 

2 

86.7 

12 

1 

92.3 

18 

11 

7 

61.1 

10 

1 

90.9 

13 

7 

6 

53.9 

5 

2 

71.4 

11 

7 

4 

63.6 

5 

2 

71.4 

6 

5 

1 

83.3 

5 

0 

100.0 

3 

2 

1 

-66.7 

2 

0 

100.0 

6 

5 

1 

83.3 

4 

1 

80.0 

Totals  -  Third  i^tr. 


72 


50   22 


69.4   43 


86.0 
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TA3LB  III,  Continued 


Number 

Per 

Niaml 

)er 

Per 

Elig- 

Appear- 

Ab- 

Cent 

Pass- 

Fail- 

Cent 

Period 

Position 

ible 

ing 

sent 

Appear- 
ing 

ing 

ing 

Pass- 
ing 

Oct.  1 

Jr.  Clerk 

19 

11 

8 

57.9 

10 

1 

90.9 

to 

Jr.  Clerk- Typist 

17 

11 

6 

64.7 

10 

1 

90.9 

Dec.  31 

Jr.  Stenographer 

14 

10 

4 

71.4 

10 

0 

100.0 

Int.  Stenographer 

7 

3 

4 

42.9 

3 

0 

100.0 

Sr.  Stenographer 

6 

3 

3 

50.0 

3 

0 

100.0 

Telephone  Opr, 

3 

3 

0 

100.0 

2 

1 

66.7 

Jr.  Casevorker 

18 

8 

10 

44.4 

8 

0 

100.0 

Jr.  Interviewer 

16 

10 

6 

62.5 

10 

0 

100.0 

Sr.  Ch.  Welf.  Wrkr. 

4 

4 

0 

100.0 

4 

0 

100.0 

Totals  -  Fourth  qtr.   104     63   41      60.6   60     3   95.2 
TOTALS  -  Jg^-  21  ■''i^'       1271    998  273      78.5  835   163   83.7 

examinations  sooner  after  the  receipt  of  applications  under  the  present 
method  of  test  administration;  however,  as  in  previous  years  it  v/as  foiond 
that  a  very  large  percentage  of  persons  v/ho  took  the  tests  secured  more 
lucrative  employment  elsewhere  before  they  were  offered  a  position  under  the 
Merit  System  and  were  not  available  when  they  were  certified  from  the  regis- 
ters.  Further  information  concerning  the  number  of  applicants  appearing  to 
take  tests  for  the  various  positions  is  given  in  Table  III. 
STMOGRAPHIC  PBRFOHMAITCE  TESTS 

For  all  stenographic  and  typing  positions,  the  same  type  of  perform- 
ance test  was  required  as  in  previous  years.   Since  it  has  been  possible  to 
secure  employees  for  practically  all  vacancies  of  this  type  that  have 
developed,  it  was  not  felt  advisable  to  lower  the  standards  of  performance. 
The  performance  test  is  devised  to  test  the  applicants  speed  and  accuracy 
both  in  typing  and  dictation  and  was  always  given  on  the  same  day  as  the 
written  test  in  order  to  save  time  and  travel  for  both  candidates  and 
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monitors.   As  in  previous  years  all  exaninations  vere  given  on  a  Saturday 
so  as  to  cause  less  loss  of  time  from  other  work  for  the  applicants  v.-ho 
participated.  The  results  of  all  stenographic  performance  tests  aro  f;iven 
in  Taljle  IV.   Of  the  660  stenographic  papers  that  were  scored,  529  or 
80.2  per  cent  received  a  passing  grade.   Stenographic  papers  vere  not 
scored  for  those  candidates  who  were  not  successful  in  the  v/ritten  tests 
since  the  Merit  ^stem  rule  provides  that  only  those  persons  who  have 
passed  all  parts  of  the  examination  can  secure  a  rating  on  the  final  reg- 
ister. 
ORAL  EXAl/JINATIOKS 

Per  the  past  two  yec-rs,  oral  interviews  have  not  been  included  as  a 
weighted  part  of  the  examination  process  'because  of  the  difficulty  of 
securing  interviev/ers  who  would  have  the  necessary  time  available  and  be- 
cause so  meiny  of  the  candidates  examined  are  not  available  for  eir.pl oiysient 
when  reached  on  the  register.   As  a  result  the  candidate's  final  rating 
does  not  in  any  way  reflect  an  evaluation  of  his  personality  and  character 
traits;  however,  this  may  not  be  as  serious  as  it  would  seem  since  the 
experience  of  testing  experts  in  Army  and  ITavy  progi'ams  where  thousands 
of  persons  are  concerned  appears  to  indicate  that  the  oral  Interviev;  con- 
ducted in  the  traditional  fashion  is  not  as  valuable  as  most  people  have 
believed.   In  order  to  weed  out  the  obviously  unfit  candidate  who  might 
have  beer,  eliminated  through  an  oral  interview  conducted  by  the  usuAl  type 
of  interviewing  board,  a  greater  emphasis  has  been  placed  on  employer 
interviev;s  with  prospective  employees.   Since  the  agencies  under  the  Merit 
System  have  representatives  throughout  the  State,  it  is  usually  possible 
to  make  contact  with  applicants  before  they  are  actually  appointed.   Greater 
emphasis  is  also  being  placed  on  the  probationary  period  as  an  actual  part 
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TABLE  IV 

RESULTS  OF  PSRF03MA1ICE  TESTS 
JAN.    1,    1944  -   DSC.    31,    1944 


Position 

Number 

Per  Cent 

Period 

Scored 

Pass- 
ing 

Fail- 
ing 

Passing 

Jan.  1 

to 
March  31 

Junior  Clerk- Typist 
Jxvnior  Stenographer 
Intermediate  Stenographer 
Senior  Stenographer 

11 

15 

8 

2 

9 

10 

7 

1 

2 
5 

1 
1 

81,8 
66.7 
87.5 
50.0 

Totals  -  First    Quarter 


36 


27 


75.0 


April  1 

Junior  Clerk- Typist 

239 

192 

47 

80.3 

to 

Junior  Stenographer 

299 

242 

57 

80.9 

June  30 

Intermediate  Stenographer 

23 

19 

4 

82.6 

Senior  Stenographer 

12 

10 

2 

83.3 

Totals  -  Second  Quarter 


573 


463   110 


80.8 


July  1    Junior  Clerk- Typist 

10 

7 

3 

70.0 

to      Junior  Stenographer 

5 

5 

0 

100.0 

Sept.  30  Intermediate  Stenographer 

5 

4 

1 

80.0 

Senior  Stenographer 

5 

2 

3 

40.0 

Totals  -  Third  Quarter 


25 


18 


72.0 


Oct.  1 

J\inior  Clerk- Typist 

10 

7 

3 

70.0 

to 

Junior  Stenographer 

10 

8 

2 

80.0 

Dec.  31' 

Intermediate  Stenographer 

3 

3 

0 

100.0 

Senior  Stenographer 

3 

3 

0 

100.0 

Totals  -  Fourth  Quarter 


26 


21 


80.8 


TOTALS 


Jan,    1,    1944  -   Dec.    31,    1944 


660 


529 


131 


80.2 
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of  the  exBffiinin^  process  and  personal  character! sties  and  traits  that 
might  have  been  considered  by  an  Interviewing  board  are  now  considered 
and  rated  by  the  employer  during  the  first  six  months  the  new  worker  is 
on  the  job. 
RATING  OF  EDUCATION  AND  SXPERIENCB  OF  APPLICANTS 

In  many  of  the  positions  which  are  filled  throiigh  the  Merit  examina- 
tions, the  ability  of  the  appllcemt  to  perform  the  required  work  in  a 
satisfactory  manner  depends  to  a  large  extent  on  the  kind  of  education  and 
experience  he  has  had.  For  all  positions  of  this  type  an  objective  rating 
of  the  person's  preparation  is  made  based  on  the  education  and  experience 
record  submitted  on  his  application  blank.   Daring  the  period  under  review, 
the  positions  for  which  such  ratings  were  made  were:   Junior  Caseworker, 
Junior  Child  Welfare  Worker,  Senior  Child  Welfare  Worker,  Child  V/elfare 
Consultant,  Junior  Interviewer  and  Senior  Stenographer.  The  weight  assigned 
to  training  and  experience  varies  with  each  position  since  previous  experi- 
ence is  more  essential  for  some  types  of  work  than  for  others.  This  weight 
is  determined  by  the  Supervisor  after  consultation  with  the  agencies  con- 
cerned.  In  the  period  under  review,  the  weight  assigned  to  this  rating  in 
comparison  with  the  entire  examination  was  as  follows:   Child  Welfare 
Consultant  and  Senior  Child  Welfare  Worker,  505b;  Junior  Child  Welfare 
Worker,  40^;  Junior  Caseworker  and  Junior  Interviewer,  30^;  and  Senior 
St  enogr apher ,  20^6 . 

Since  the  rating  of  training  and  experience  is  one  of  the  most  tedious 
processes  in  the  entire  examination  program,  only  those  persons  who  pass 
the  written  test  are  given  ratings.   Occasionally  it  is  possible  to  verify 
education  and  experience  before  the  ratings  are  established  but  usually 
this  takes  too  much  time  and  the  education  and  experience  grade  is  based 
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directly  on  the  information  contained  in  the  application  hlank.   If  any 
of  this  information  is  later  foxmd  to  he  incorrect,  the  applicants  score 
is  adjusted  accordingly  and  he  is  given  his  proper  place  on  the  register. 
The  scoring  system  for  education  and  experience  is  set  up  in  such  a  way 
so  as  to  give  a  grade  of  70^  for  the  minimum  education  and  experience 
required  and  a  grade  of  100^  for  the  highest  education  and  experience 
likely  to  be  presented  by  any  Candidate  applying  for  a  particular  type  of 
position,  and  each  candidate's  score  is  established  according  to  his 
position  on  the  scale  between  the  minimum  and  maximum  score.   Education 
is  rated  at  three  levels  according  to  whether  it  is  (l)  directly  related 
to  the  position  (2)  closely  related  or  (3)  \inrelated.   Experience  ratings 
are  set  up  at  five  different  levels,  as  follows:  (l)  supervisory  experi- 
ence directly  related  to  the  position;  (2)  non- supervisory  experience 
directly  related  to  the  position;  (3)  closely  related  experience;  (4)  re- 
lated exjoerience;  and  (5)  unrelated  experience.   With  the  aid  of  consultants 
familiar  with  the  experience  requirement  for  each  kind  of  job,  a  definite 
allocation  of  experience  and  education  is  set  up  for  each  class  of  position 
before  any  ratings  are  made.   The  rating  forms  are  set  up  in  such  a  way  as 
to  give  most  credit  for  recent  experience,  especially  where  such  experience 
is  all  directly  related  to  the  field  in  which  the  applicant  v;ishes  to  be 
employed. 
VSRIFICAIION  OF  EDUCATION  AND  EXPERIEI^'CE 

Although  practically  all  application  blanks  received  by  the  Montana 
Merit  System  Council  are  accurate  statements  of  the  training  and  experience 
of  the  applicants  concerned,  it  is  still  necessary  to  verify  this  training 
and  experience  in  order  to  discover  the  occasional  case  of  misrepresentar- 
tion.   Very  few  of  the  applicants  make  intentional  misstatements  in  order 
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to  secrure  an  advantage  in  an  examination.  Most  of  the  errors  are  due  to 
the  fact  that  it  is  difficult  to  remem'ber  exact  dates  or  exact  numbers  of 
quarter  hours  in  particular  subjects  when  filling  out  an  application 
blank.   When  minor  misstatements  are  discovered,  the  applicant  is  rerated 
if  the  error  is  sufficiently  great  to  change  his  place  on  the  register. 
If  it  becomes  evident  that  a  person  has  intentionally  falsified  his  ap- 
plication blank,  he  may  be  removed  from  the  register  and  if  it  appears 
advisable  he  may  be  barred  from  future  Merit  examinations. 

The  Merit  System  does  not  have  the  personnel  or  fvmds  available  to 
make  investigations  through  direct  contact  with  former  employers.  Form 
questionnaires  have  been  sent  out  as  soon  as  possible  after  the  applicant 
has  passed  other  parts  of  the  examination  process.   If  there  is  any 
indication  that  the  former  employer  has  confidential  facts  which  he  does  not 
wish  to  record  in  writing,  an  effort  is  made  to  contact  him  in  person  to 
secure  this  information. 
ESTABLISHMEITT  AND  HAINTSNANCE  OF  REGISTERS 

Ap  soon  as  possible  after  the  completion  of  ratings  for  all  parts  of 
Merit  examinations,  a  final  grade  is  established  for  each  candidate,  based 
on  the  weight  announced  for  each  part  of  the  examination,  and  all  candidates 
are  notified  as  to  whether  or  not  they  have  secured  a  position  on  the 
register.   Table  V  gives  the  dates  involved  in  the  examination  program,  in- 
cluding the  closing  date  for  filing  applications,  the  date  of  the  written 
examination,  the  date  of  the  performance  test,  and  the  date  on  which  the 
register  was  established. 
CERTIFICATIONS  AND  APPOINTI^GNTS 

Whenever  a  vacancy  occurs  in  any  of  the  agencies  served  by  the  Merit 
System,  the  position  must  be  filled  by  appointment  from  a  certified  list 
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TABLE  V 
HATES  OP  EXAMINATIONS  AND  ESTABLISHMENT  OF  REGISTERS 


Position 


Date  of 

Date  of 

Estaljlish- 

Closing 

Date  of 

Perform- 

ment of 

Date 

Written 

ance  Test 

Registers 

1-19-44 

1-22-44 

1-22-44 

2-1-44 

1-29-44 

2-5-44 

2-5-44 

2-11-44 

3-4-44 

3-4r-44 

3-4^44 

;^2l-44 

4r- 29-44 

4-29-44 

4-29-44 

&-22-44 

5-20-44 

5-20-44 

5-20-44 

6-1-44 

6-14-44 

6-17-44 

6-17-44 

6-19-44 

6-21-44 

6-29-44 

6-29-44 

6-29-44 

6-27-44 

7-1-44 

7-1-44 

7-6-44 

8-4^44 

8-5-44 

8-5-44 

8-7-44 

8-25-44 

8-26-44 

B-26-44 

8-28-44 

9-15-44 

9-16-44 

9-16-44 

9-18-44 

10-10-44 

10-11-44 

10-11-44 

10-11-44 

12-8-44 

IS- 9-44 

12-9-44 

12-15-44 

1-19-44 

1-22-44 

1-22-44 

2-1-44 

1-29-44 

2-5-44 

2-5-44 

2-11-44 

&-8-44 

:^ii-44 

3-11-44 

3-21-44 

4-29-44 

4-29-44 

4-29-44 

5-22-44 

5-20-44 

5-20-44 

5-20-44 

6-1-44 

6-14-44 

6-17-44 

6-17-44 

6-19-44 

6-21-44 

6-29-44 

6-29-44 

6-29-44 

8-4r-44 

8-5-44 

8-5-44 

8-7-44 

8-25-44 

8-26-44 

8-26-44 

8-28-44 

8-27-44 

8-28-44 

8-28-44 

9-6-44 

9-15-44 

9-16-44 

9-16-44 

9-13-44 

10-2-44 

10-3-44 

10-3-44 

10-3-44 

12-8-44 

12-9-44 

12-9-44 

12-15-44 

3-4r-44 

3-4^44 

3-4-44 

3-21-44 

4-29-44 

4^29-44 

4-29-44 

5-22-44 

5-20-44 

5-20-44 

5-20-44 

6-1-44 

6-21-44 

6-29-44 

6-29-44 

6-29-44 

8-4r-44 

8-5-44 

8-&-44 

8-7-44 

8-25-44 

8-26-44 

8-26-44 

8-28-44 

9-1&-44 

9-16-44 

9-16-44 

9-18-44 

12-8-44 

12-9-44 

12-9-44 

12-15-44 

1-29-44 

2-5-44 

2-5-44 

2-11-44 

3-4r-44 

3-4r-44 

3-4^44 

3-21-44 

4r-29-44 

4-29-44 

4-29-44 

&-22-44 

5-20-44 

5-20-44 

5-20-44 

6-1-44 

6-14-44 

6-17-44 

6-17-44 

6-19-44 

6-21-44 

6-29-44 

6-29-44 

6-29-44 

Junior   Stenographer 


Intennediate   Stenographer 


Senior  Stenographer 


Junior  Clerk-Typist 
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TABLE  V,  Continued 


Position 


Date  of 
Closing    Dato  of   Perform- 
Date      Written   ance  Test 


Date  of 
Establlsh- 
ment  of 
Registers 


Jvinior  Clerk- Typist  (Cont'd) 


Junior  Clerk 


Telephone  Operator 


Junior  Caseworker 


Junior  Interviewer 


7-26-44 

7-29-44       7-29-44 

8-1-44 

8-4-44 

8-5-44         8-t^44 

8-7-44 

8-25-44 

8-26-44       8-26-44 

8-28-44 

9-15-44 

9-16-44       9-16-44 

9-18-44 

10-10-44 

10-11-44     10-11-44 

10-11-44 

12-8-44 

12-9-44       12-9-44 

12-15-44 

1_19_44 

1-22-44 

2-1-44 

1-29-44 

2-5-44 

2-11-44 

3-4-44 

3-4-44 

3-21-44 

4r-29-44 

4-29-44 

5-22-44 

5-20-44 

5-20-44 

6-1-44 

6-14-44 

6-17-44 

6-19-44 

6-21-44 

6-29-44 

6-29-44 

7-26-44 

7-29-44 

8-1-44 

8-4-44 

8-5-44 

8-7-44 

8-25-44 

8-26-44 

8-28-44 

9-1&-44 

9-16-44 

9-18-44 

10-10-44 

10-11-44 

10-11-44 

12-8-44 

12-9-44 

12-15-44 

1-19-44 

1-22-44 

2-1-44 

3-4r-44 

3-4r-44 

3-21-44 

4-29-44 

4-29-44 

5-22-44 

12-8-44 

12-9-44 

12-15-44 

1-19-44 

1-22-44 

2-1-44 

3-8-44 

3-18-44 

3-21-44 

4^29-44 

4-29-44 

5-23-44 

5-20-44 

5-20-44 

6-1-44 

6-l-Jr-41 

6-17-44 

6-19-44 

6-21-44 

6-^9-44 

6-29-44 

7-26-44 

7-29-44 

8-1-44 

8-25- -44 

8-26-44 

8-28-44 

9-1S-44 

9-16-44 

9-18-44 

10-10-44 

10-11-44 

10-11-44 

12-8-44 

12-9-44 

12-15-44 

1-19-44 

1-22-44 

2-1-44 

3-8-44 

3-18-44 

3-21-44 

4r-29-44 

4r-29-44 

5-22-44 

5-20-44 

^20-44 

6-1-44 

6-21-44 

6-29-44 

6-29-44 

6-27-44 

7-6-44 

7-6-44 

8-4^44 

8-5-44 

8-7-44 

8-25-44 

8-26-44 

8-28-44 

10-10-44 

10-11-44 

10-11-44 

12-8-44 

12-9-44 

12-15-44 
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TABLE  V,  Continued 


Position 


Closing 

Date 


Date  of 
Written 


Date  of 
Establish- 
ment of 
Registers 


J-onior  Child  Welfare  Worker 


Senior  Child  Welfare  Worker 


Child  Welfare  Consultant 


1-29-44 
4r-29-44 

1-19-44 
1-29-44 
12-8-44 

1-29-44 


2-5-44 
4r- 29-44 

1-22-44 

2-5-44 

12-9-44 

2-5-44 


2-11-44 
5-22-44 

2-1-44 

2-11-44 

12-15-44 

2-11-44 


of  eligihles  who  have  secured  ratings  as  a  result  of  appropriate  examina- 
tions. The  Merit  System  office  certifies  the  three  highest  available 
persons  from  the  register  for  the  position  in  which  the  vacancy  has  occurred 
if  there  is  only  one  vacancy.   For  more  than  one  vacancy  the  number  of 
persons  certified  is  5/3  of  the  number  of  vacancies.   This  gives  the  ap- 
pointing authority  a  choice  of  about  three  names  for  each  position  that  is 
to  be  filled.   The  Merit  System  office  has  no  part  in  the  actual  choosing 
of  the  person  to  be  appointed  other  than  supplying  the  information  with 
respect  to  examination  results,  verification  of  training  and  experience,  and 
such  other  information  concerning  the  applicants  as  may  be  on  file  in  the 
office.   During  the  year  170  persons  were  appointed  from  170  separate  cer- 
tifications vihlch  listed  266  different  names.   The  number  certified  and 
appointed  for  each  class  of  position  is  listed  in  Table  VI. 

When  no  register  is  available  for  a  position  in  which  a  vacancy  has 
occurred,  the  agency  is  permitted  to  make  a  provisional  appointment.   During 
the  year  this  type  of  appointment  has  been  necessary  particularly  in  the 
stenographic  and  caseworker  positions  because  of  the  shortage  of  available 
personnel  for  this  type  of  work.   Provisional  appointees  must  possess  the 
minimtun  requirements  of  the  position  to  which  they  are  appointed  and  are 
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TABLE  VI 
CERTIFICAIIOH  FOR  APPOINTMENT 
JAN.  1,  1944  -  DEC.  31.  1944 


Position 


Number  of 
Certifications 


Names     Number 
Certified  Appointed 


Department  of  Public  Welfare 

County  Offices 

Junior  Clerk 
Junior  Clerk- Typist 
Junior  Stenographer 
Intermediate  Stenographer 
Senior  Stenographer 
Junior  Caseworker 
Senior  Caseworker 
County  Supervisor,  Class  III 
County  Supervisor,  Class  II 
Co\inty  Supervisor,  Class  I 
Junior  Child  Welfare  Worker 
Senior  Child  Welfare  Worker 


TOTALS 

Department  of  Public  Welfare 
State  Office 


2 
9 

25 
4 
2 

21 
9 
5 
5 
2 
2 
1 


87 


2 

16 

48 

4 

2 

26 

9 

5 

5 

2 

2 

1 


122 


2 
9 

25 
4 
2 

21 
9 
5 
5 
2 
2 
1 


87 


Junior  Clerk 
Senior  Clerk 
Jiinior  Clerk-Typist 
Junior  Stenographer 
Intermediate  Stenographer 
Senior  Stenographer 
Telephone  Operator 
Junior  Caseworker 
Senior  Caseworker 
State  Field  Supervisor 
Junior  Child  Welfare  Worker 
Senior  Child  Welfare  Worker 
Informational  Representative 
Correspondent 


TOTALS 


5 

13 

5 

1 

1 

1 

9 

23 

9 

1 

1 

1 

4 

4 

4 

2 

2 

2 

1 

1 

1 

14 

29 

14 

1 

1 

1 

6 

6 

6 

2 

2 

2 

2 

2 

2 

1 

1 

1 

1 

1 

1 

50 


87 


50 
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TABLE  VI.  Continued 


Position 


Number  of       Names     Number 
Certifications   Certified  Appointed 


Merit  System  Office 

J\inior  Clerk- Typist 
Junior  Stenographer 
Intermediate  Clerk 
Senior  Stenographer 
Secretary 


TOTALS 

State  Board  of  Health 

Typist 

Junior  Stenographer 
Intermediate  Stenographer 
Senior  Stenographer 

TOTALS 

Unemployment  Compensation 
Commission 

Junior  Stenographer 
Intermediate  Stenographer 
Intermediate  Clerk 
Senior  Accounting  Clerk 
Accountant 
Field  Advisor 

TOTALS 


18 


3 
11 

7 
13 


34 


18 


17 


always  given  an  examination  within  six  months  after  their  date  of  appoint- 
ment.  Daring  1944  73  persons  were  appointed  provisionally  to  21  different 
classes  of  positions.   During  the  year  examinations  were  given  to  40 
provisional  appointees  of  whom  all  except  6  were  successful  in  securing  a 
s\ifficiently  high  grade  to  be  retained  in  their  position.   Some  of  these 
examinations  were  given  to  provisional  appointees  who  had  been  placed  on  the 
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TABLE  VII 

PROVISIONAL  APPOINTMENTS 
JAN.  1,  1944  -  DEC.  31,  1944 


Class  of  Position 


Number 
Appointed 


Niombor 
Exajiiined 


JT\amber 

Made 
Probationary 


Department  of  Public  Welfare 

Junior  Clerk 
Junior  Clerk- Typist 
Junior  Stenographer 
Intermediate  Stenographer 
Telephone  Operator 

Junior  Caseworker 

Senior  Caseworker 

Correspondent 

Senior  Child  Welfare  Worker 


TOTALS 


2 

2 

1 

8 

6 

3 

17 

9 

7 

2 

1 

1 

1 

1 

1 

11 

11 

11 

1 

1 

1 

1 

1 

1 

2 

1 

1 

45 


33 


27 


Merit  System  Office 
Senior  Stenographer 

State  Board  of  Health 


Intermediate  Stenographer 
Senior  Stenographer 
Laboratory  Helper 
War  Emergency  Nurse 
Assistant  Public  Health  Nurse 

JTinior  Public  Health  Nurse 
Senior  Public  Health  Nurse 
Advisory  Nurse 
Nurse  Technician 
Junior  Chemist 

Sanitary  Inspector 

Field  Assistant  in  Plague  Control 

Supervisor  of  Plague  Control 


TOTALS 


4 

3 

3 

5 

4 

4 

2 

0 

0 

1 

0 

0 

3 

0 

0 

3 

0 

0 

3 

0 

0 

1 

0 

0 

1 

0 

0 

1 

0 

0 

1 

0 

0 

1 

0 

0 

1 

0 

0 

27 
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payroll  in  the  latter  part  of  1943.  A  complete  summary  of  provieional 
appointments  and  examinations  given  for  provisional  appointees  is  given 
in  Table  VII.  Merit  System  registers  are  usually  in  effect  for  a 
period  of  two  years.   During  the  period  vuader  reviev  it  has  'been  found 
necessary  to  continue  most  of  the  registers  in  effect  even  after  there 
were  no  eligibles  available,  and  adding  new  names  to  existing  registers 
as  additional  examinations  were  given.  This  procedure  gives  the  advantage 
of  making  it  easy  to  reinstate  persons  who  have  left  the  State,  or  have 
secured  other  positions  in  the  State,  who  later  wish  to  be  considered 
for  Merit  System  positions  for  which  they  have  secured  ratings.  Persons 
who  have  secured  ratings  on  Merit  System  registers  are  asked  to  specify 
the  localities  in  which  they  will  work  and  the  uininua  salary  which  they 
will  accept  and  eligibles  are  certified  only  to  those  localities  and  at 
those  salary  levels  which  they  have  indicated  as  satisfactory.  Applicants 
who  are  no  longer  available  are  suspended  from  the  register  subject  to 
reinstatement  at  their  request  unless  they  definitely  specify  that  they 
wish  to  be  removed  from  the  register. 

On  most  of  the  registers  there  are  very  few  persons  available  for 
appointment  at  the  present  time,  but  a  number  of  people  have  indicated 
in  response  to  availability  inquiries  that  they  expect  to  be  seeking  em- 
ployment in  Montana  as  soon  as  the  War  is  over.   Table  VIII  lists  figures 
with  respect  to  the  various  Merit  System  registers,  showing  the  number 
originally  on  the  register,  the  number  who  are  now  available,  and  the 
number  v;ho  expect  to  be  available  at  a  later  date.  Under  the  present 
program  of  continuous  recruitment,  older  registers  arc  not  being  can- 
celled and  the  number  originally  on  a  register,  particularly  in  clerical 
and  stenographic  positions,  is  the  total  of  the  number  of  people  that 
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TABLE  VIII 


STATUS  OF  MERIT  SYSTiM  REGISTERS 
December  3I,  19UI+ 


No.  Ori-  No.Avall- 

No.  Avail- 

No. Avail- 

No.to  be 

ginally  able  Stats- 

able  Lo- 

able 

Avail- 

on    wide  at 

cally  at 

Above 

able 

Position  Title 

Register  Minimum 

Minimum 

Minimum 

Later 

Director  U.  C. 

Attorney  U.  C. 

Informational  Representative  U.C. 

Chief  Field  Advisor 

Field  Advisor 

Supervising  Claims  Examiner 
Claims  Examiner 
Director  E.  S. 
Field  Siipervisor 
Admin.  Assistant  U.  C. 

Manager 

Senior  Interviewer 

Junior  Interviewer 

Chief  Accountant 

Accountant 

Senior  Accounting  Clerk 
Intermediate  Accounting  Clerk 
Jvinior  Accounting  Clerk 
Chief  Clerk 
Senior  Clerk 

Intermediate  Clerk 
Junior  Clerk 
Supervising  File  Clerk 
File  Clerk 
Statistical  Clerk  U.  C. 

Secretary 

Senior  Stenographer 

Intermediate  Stenographer 

Junior  Stenographer 

Typist 

Addressograph  Operator 
Bookkeeping  Machine  Operator 
Calculating  Machine  Operator 
Key  Punch  Operator 
Telephone  Operator 

Director  of  Public  Assistance 
State  Field  Supervisor 
County  Supervisor,    Class  I 
County  St5)ervisor,    Class  II 
Covmty  Si;55ervisor,   Class  III 


9 

2 

0 

0 

0 

2 

0 

0 

0 

0 

9 

0 

0 

0 

0 

6 

1 

0 

0 

0 

5 

1 

0 

1 

0 

11 

1 

0 

1 

2 

29 

0 

0 

1 

1 

12 

3 

0 

1 

0 

2U 

6 

0 

1 

1 

15 

2 

0 

3 

1 

36 

3 

0 

5 

2 

35 

k 

2 

1 

k 

110 

8 

7 

8 

5 

k 

1 

0 

0 

0 

2k 

0 

0 

3 

1 

5k 

0 

0 

3 

0 

Ik 

2 

0 

3 

0 

137 

1 

0 

1 

2 

31 

1 

0 

3 

0 

102 

0 

5 

0 

2 

302 

2 

5 

3 

8 

953 

2 

25 

16 

15 

29 

1 

0 

0 

0 

103 

0 

0 

1 

2 

k3 

0 

0 

3 

3 

18 

3 

0 

1 

1 

101 

2 

2 

1 

5 

185 

0 

k 

3 

5 

71+7 

1 

11 

k 

33 

308 

0 

1 

1 

0 

5 

0 

0 

0 

0 

9 

0 

0 

0 

1 

25 

0 

0 

0 

0 

5 

0 

0 

0 

0 

6 

1 

0 

0 

0 

6 

0 

0 

0 

0 

3k 

1 

1 

0 

0 

33 

3 

0 

0 

0 

kl 

0 

1 

0 

0 

5k 

1 

1 

2 

0 
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TABLE  VIII  (Continued) 


Position  Title 


No.   Ori-  No. Avail-     No. Avail-  No. Avail-  No, to  be 
glnally     eULe   State-  able  Lo-           able  Avail- 
on           wide  at         cally  at  Above  able 
Register  Minimiun         Minimvun  Minimum  Later 


Senior  Caseworker 

Junior  Caseworker 

Dir.  of  Auditing  and  Finance 

Dir.  of  Child  Welfare  Services 

Child  Welfare  Supervisor 

Child  Welfare  Consultant 
Senior  Child  Welfare  Worker 
Junior  Child  Welfare  Worker 
Chief  of  Hesearch  &  Statistics  U.C. 
Director  of  Statistics  and  Research 

Jiinior  Statistician 

Informational  Representative  P.W. 

Statistician  E.  S. 

J\inior  Clerk-Typist 

Supv,  of  Serv.  for  the  Blind 


115 

0 

1 

1 

1 

198 

2 

5 

1 

10 

3 

1 

0 

0 

0 

9 

2 

0 

1 

1 

7 

0 

0 

1 

1 

19 

0 

0 

0 

1 

11 

1 

0 

0 

0 

29 

0 

0 

0 

0 

5 

1 

1 

0 

1 

5 

1 

0 

0 

0 

7 

0 

0 

0 

1 

1+ 

1 

1 

0 

1 

9 

2 

0 

1 

1 

218 

2 

8 

3 

17 

1 

0 

0 

0 

0 

TOTALS 


^.3S2 


66 


81 


78 


129 


have  been  on  all  registers  established  in  the  last  two  years. 

In  all  of  the  agencies  served  by  the  Merit  System  new  appointees  are 
required  to  serve  a  probationary  period  of  six  months  or  more  and  at  the 
end  of  this  trial  period,  the  appointing  authority  notifies  the  Merit 
System  Office  as  to  whether  the  services  of  the  new  employees  have  been 
satisfactory  or  if  they  should  be  dropped  from  the  payroll.  In  the  De- 
partment of  Public  Welfare  and  the  United  States  Employment  Service, 
persons  who  have  completed  their  probationary  period  are  given  war  duration 
permanent  status  and  must  be  re-examined  at  the  end  of  the  War  in  competi- 
tion with  all  persons  who  may  then  be  interested  in  taking  the  various 
types  of  examinations.  In  all  other  agencies  the  employee  is  given 
permanent  status  at  the  end  of  the  probationary  period  and  will  not  need  to 
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be  re-exnininod  at  p.   leter  dnte.  War  durntlon  status  is  being  granted  in  the 
Department  of  Public  Welfare  because  tho  rate  of  turnover  has  been  exceed- 
ingly grer.t,  rxd  it  hr.c  been  diffirult  to  secure  replacement b  for  sore  classes 
of  positions  with  the  qualifications  that  have  been  rcqulrod  in  more  normal 
times.   In  the  United  States  Snploymcnt  Service  all  personnel  matters  are 
in  conformity  with  U.  S.  Civil  Service  regulations,  and  for  that  reason  all 
new  appointments  are  restricted  to  the  duration  of  the  war. 

Vhen  it  is  necessary  to  fill  a  position  on  a  temporary  basis,  the  agency 
makes  a  regular  request  for  certification  indicating  that  the  position  is  for 
a  limited  time  only  and  the  certification  is  made  from  those  eligibles  who 
have  indicated  that  they  are  interested  in  employment  for  a  short  period  of 
time.  Occasionally,  it  is  necessary  to  fill  a  vacancy  immediately  without 
waiting  for  certification  of  eligibles  and  such  emergency  appointments  can 
be  made  if  they  are  limited  to  a  period  of  30  days.  A  few  people  who  have 
previously  worked  in  the  r^encies  under  the  Merit  System  hp.ve  been  given 
intermittent  appointments  under  which  they  do  not  work  full  time,  but  ,-ire 
called  upon  whenever  needed  and  are  not  allowed  to  work  continually  for  more 
than  60  days  or  for  more  than  six  months  during  the  full  yucr. 
PROMO TI PITS  AIH)  OTHER  PERSOKUEL  ACTIONS 

One  of  the  basic  principles  of  the  Merit  System  is  that  of  providing 
an  opportunity  for  well  qualified  employees  to  advance  to  higher  levels 
of  work  as  vacancies  occur.  Higher  classes  of  positions  are  nearly  always 
filled  by  advancement  of  employees  who  have  given  good  performance  in 
related  work  at  a  lower  level.   Such  promotions  are  based  on  the  individual's 
performance  in  his  previous  position  as  recorded  in  his  service  rating  and 
his  general  fitness  for  the  position  as  shown  by  his  previous  education  and 
experience.  Length  of  service  is  also  taken  into  consideration.  Promotions 
may  be  on  a  non-competitive  basis,  which  means  that  any  q'lalified  employee 
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TABLE  IX 

PROMOTIONAL  EXAMINATIONS 

JANUARY  1,  1944  to  DECH-IBSR  31,  1944 


Date 


Agency   From 


To 


1-4-44 

PW 

Jr. 

Caseworker 

1-11-44 

PV 

Jr. 

Caseworker 

1-18-44 

PW 

Sr. 

Caseworker 

1-31-44 

PW 

Jr. 

Caseworker 

3-20-44 

MSO 

Jr. 

Clerk 

3-21-44 

PW 

Jr. 

Stenographer 

3-23-44 

PW 

Sr. 

Caseworker 

3-23-44 

PW 

Co. 

Supervisor 

Class  I 

3-23-44 

PW 

Co. 

Supervi  sor 

Class  II 

3-28-44 

PW 

Jr. 

Caseworker 

5-2-44 

PW 

Sr. 

Caseworker 

5-2-44 

uc 

Claims  Examiner 

5-9-44 

PW 

Sr. 

Caseworker 

5-24r-44 

PW 

Jr. 

Caseworker 

5-24r-44 

PW 

Sr. 

Casev/orker 

6-1-44 

PW 

Sr. 

Caseworker 

6-19-44 

PW 

Sr. 

Clerk 

6-29-44 

PW 

Jr. 

Clerk 

6-30-44 

PW 

Sr. 

Caseworker 

7-11-44 

PW 

Jr. 

Caseworker 

7-13-44 

PW 

Co. 

Supervisor 

Class  III 

Sr,  Caseworker 

Sr.  Caseworker 

Co.  Supervisor  Class  III 

Sr.  Caseworker 

Int.  Clerk 

Int.  Stenographer 

Co.  Supervisor  Class  III 

State  Field  Supervisor 

State  Field  Supervisor 

Sr.  Casev/orker 

Co.  Supervisor  Class  III 

Accountant 

Co.  Supervisor  Class  III 

Sr.  Caseworker 

Co.  Supervisor  Class  I 

Co.  Supervisor  Class  III 

Statistical  Clerk 

Intermediate  Clerk 

Co.  Supervisor  Glass  I 

Sr.  Casev/orker 

Co.  Supervisor  Class  II 


34. 


TABL2  IX,    Continued 


Late 


Agency       From 


7-13-44 

PW 

7-22-44 

ES 

7-25-44 

ES 

8-2-44 

PW 

8-5-44 

BE 

8-10-44 

ES 

8-19-44 

PW 

9-8-44 

PW 

9-8-44 

PW 

9-8-44 

PW 

9-13-44 

PW 

9_13„44 

PW 

9-13-44 

PW 

9-20-44 

PW 

9-2044 

PW 

9-20-44 

PW 

10-^^44 

PW 

10-4-44 

PW 

10-10-44 

PW 

12-4-44 

PW 

State  Field  Supervisor 

Sr.  Interviewer 

Jr.  Interviewer 

Jr.  Caseworker 

Int.  Clerk 

Jr.  Interviewer 

Jr.  Caseworker 

Co.  Supervisor  Class  II 

Co.    Supervisor   Class  III 

Sr.  Caseworker 

State  Field  Supervisor 

Co.  Supervisor  Class  I 

Sr.  Accounting  Clerk 

Sr.  Casev/orker 

Jr.  Caseworker 

Jr.  Caseworker 

Jr.  Caseworker 

Jr.  Caseworker 

Jr.    Caseworker 

Sr.  Caseworker 


Administrative  Assistant 

Statistician 

Sr.  Interviewer 

Sr.  Caseworker 

Sr.  Clerk 

Sr.  Interviewer 

Sr.  Caseworker 

State  Field  Supervisor 

State  Field  Supervisor 

Co.  Supervisor  Class  II 

Dir.  of  Public  Assistance 

State  Field  Supervisor 

Supervising  Acctg.  Clerk 

Co.  Supervisor  Class  III 

Sr.  Caseworker 

Sr.  Casev/orker 

Sr.  Caseworker 

Sr.  Caseworker 

Sr.  Caseworker 

Correspondent 
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with  a  satisfactory  service  rating  can  be  promoted;  however,  the  Merit  System 
office  always  encourages  the  practice  of  rating  all  candidates  v;ho  are  eli- 
gible for  promotion  and  selecting  the  one  who  has  the  greatest  potentialities 
for  success  in  the  new  position  as  indicated  by  these  ratings.  Written  ex- 
aminations are  used  as  a  part  of  the  promotional  process  whenever  it  is  felt 
that  they  will  be  of  considerable  value  in  evaluating  the  persons  who  are 
being  considered  and  when  the  new  position  is  in  an  imrelated  or  remotely 
related  field  of  work.  The  promotional  cx^Mnations  administered  during 
the  year  are  listed  in  Table  IX. 

All  other  personnel  actions  such  as  salary  increases,  suspensions, 
resignations,  leaves,  vacations,  and  dismissals  are  administered  entirely 
by  the  operating  agency.   The  Merit  System  office  is  concerned  only  in 
making  sure  that  such  actions  are  in  conformity  with  the  Merit  System  rule 
and  for  this  reason  req\iires  complete  information  concerning  all  such 
changes.  Table  X  indicates  the  number  of  promotions  and  other  personnel 
actions  occurring  in  the  participating  agencies  during  the  period  under 
review.  Although  the  turnover  of  personnel  in  the  various  agencies  was 
still  fairly  high,  there  was  a  considerable  improvement  over  the  two  previous 
years  except  in  the  State  Board  of  Health  where  the  number  of  people  who 
left  was  almost  exactly  the  same  as  in  19^3 »  the  total  being  US  as  comprixed 
with  U9  in  the  previous  year.   The  greatest  improvement  was  in  the  Merit 
System  office  which  lost  only  two  people  during  the  year  as  compared  with 
12  in  the  previous  year.   The  nxmiber  of  separations  in  the  various  ngencics 
during  the  last  three  years  was  as  follows: 

I9U2  I9U3  I9UU 

Department  of  Public  Welfare                 1^  lib  99 

Merit  System  Office                          9  12  2 

State  Board  of  Health                        72  ^9  Us 

Unemployment  Compensation  Commission           63  26  10 


290   203   159 
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TABLE  X 


SALARY  INCREASES.  PROiMOTIONS  AJID  OTHER  ?ER;10NJIEL  ACTIONS 
JAN.  1,  1944  -  DEC.  31,  19-14 


Class  of  Position 


Salary  Salary  Salary  Rein-  ReclasB- 

Adjust-  In-     De-     Promo-  Deno-  Trans-  state-  ificn- 
raents   creases  creases  tlone  tlons  fere   nents  tions 


Department  of 
Public  Welfare 


Jr. 

Clerk 

9 

1 

1 

Int, 

,    Clerk 

6 

1 

Sr. 

Clerk 

14 

1 

2 

1 

1 

Jr. 

Clerk-Tj-pist 

10 

1 

2 

Typist 

4 

Jr. 

Stenographer 

24 

5 

1 

1 

3 

Int, 

.    Stenographer 

19 

1 

1          3 

1 

Sr. 

Stenographer 

16 

1 

2 

Sup, 

,    Secretary 

2 

Telephone  Operator 

1 

Int< 

srpreter 

1 

Jr. 

Caseworker 

36 

1 

13 

19 

2 

Sr. 

Caseworker 

23 

2 

11 

2          5 

2 

2 

Co. 

Supr,    Class  III 

13 

1 

3 

2 

1 

Co. 

Supr.    Class   II 

4 

1 

Co. 

Supr.    Class   I 

5 

1 

1 

1 

State  Field   Supervisor 

6 

1 

2 

1 

Dir 

.   Public  Assistance 

1 

Jr. 

Ch.    Welfare  V/rkr. 

11 

4 

Sr. 

Ch.    Welfare  V.'rkr. 

1 

1 

Ch. 

Welf.    Consultant 

5 

Dir 

.    Ch.    Welfare   Serv. 

2 

Sta 

tistical   Clerk 

1 

Dir 

.    Stat.   &  Research             1 

1 

1 

Sup: 

r.    Serv.    for  Blind 

1 

Dir 

.    Supplies  &  Serv. 

2 

Sr. 

Accounting  Clerk 

7 

2 

Dir 

.   Aud.   &  Finance 

1 

TOTALS 


226 


38 


41 


13 


13 


Merit  SSystem  Office 


Jr .  St  enographer 
Int.  Clerk 
Secretary 


TOTALS 


0    0 


37. 


State  Board 
of  Health 


TABLE  X,  Continued 


Salary- 

Salary  Salary 

Rein- 

Reclass- 

Class of  Position 

Adjust- 

In-    De-     Promo- 

Demo-  state- 

ifica- 

ments 

creases  creases  tions 

tions  ments 

tions 

Int.  Clerk 

Typist 

Jr.  Stenographer 

Int.  Stenographer 

Sr.  Stenographer 

Lah.  Helper 
Jr.  Bact.-Serologist 
Sr.  Bact.-Serologist 
Asst.  Dir.  Ryg.  Lab. 
Jr.  Chemist 


Sanitary  Inspector 
Sanitary  Engineer 
Dir.  San.  Engineering 
Fiscal  Agent 
Asst.  P.  H,  Nurse 


Jr.  P.  K.  Kurse 
Sr.  P.  H.  Nurse 
Supr.  P.  H.  Nurse 
Local  P.  H.  N.  Supr. 
Advisory  Nurse 

Asst.  Dir.  Mat,  & 

Child  Health 
Dir.  Mat.  &  Ch.  Health 
Field  Cons.  Health  Ed. 
Dep.  Reg.  Vital  Stat. 

Dir.  C.  C.  Div. 
Bpi.  &  Dep.  State 
Health  Officer 


TOTALS 


15 


32      0      7 


Unemployment  Compensation 
Commission 


Jr.  Clerk 
Int.  Clerk 
Sr.  Clerk 
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TABLE  X,  Continued 


Claes  of  Position 


Salary  Salary  Salary  Rein-   Reclass- 

Adjust-  In-     De-     Promo-  Demo-  state-  ifica- 
mente   creases  creases  tions   tions  menta   tions 


Unemploynent 
Compensation  Comm. 

Jr.  Stenographer 
Int.  Stenographer 
Bkkpg.  Mach.  Operator 
Supr.  File  Clerk 
Claims  Sxaminer 
Field  Advisor 
Sr.  Interviewer 
Sr.  Accounting  Clerk 
Accountant 
Chief  Accountant 


TOTALS 


28 


The  percent  of  turnover  for  each  of  the  agencies  based  on  the  average  number 
employed  during  each  year  was  as  follows: 


Department  of  Public  Welfare 
Merit  System  Office 
State  Board  of  Health 
Unemployment   Compensation  Commission 


I9U2  I9U3  19^ 

5477  W^  "wi 

200.0  240.0  1+2.6 

75.8  3k,k  60.2 

92.6  5'+«3  25.1 


As  in  previous  years  most  of  the  people  who  left  the  vpjious  agencies 
were  in  the  lower  levels  of  employment;  however,  the  Department  of  Public 
Welfare  lost  22  people  from  administrative  or  supervisory  positions.  It  is 
becoming  increasingly  difficult  to  find  satisfactory  replacements  for  any 
of  the  people  that  leave  and  particularly  for  persons  with  long  experience 
in  the  agencies  concerned.  A  few  positions  that  would  normally  be  filled 
are  now  vacant  because  it  is  not  possible  to  secure  qualified  replacements. 
Table  XI  indicates  the  number  of  separations  by  classes  of  position  for 
the  participating  agencies  during  the  period. 
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TABLE  XI 
NUMBER  OF  SEPARATIONS 


Dept.  of 

Merit 

State 

Unemployment 

Class  of  Position 

Public 

System 

Board  of 

Compensation 

Welfare 

Office 

Health 

Commission 

Jr.  Clerk 

5 

3 

Int.  Clerk 

1 

1 

File  Clerk 

1 

Jr.  Clerk- Typist 

8 

Typist 

1 

Jr.  Stenographer 

19 

1 

1 

1 

Int.  Stenographer 

10 

5 

1 

Sr.  Stenographer 

11 

14 

Secretary 

1 

Claims  Examiner 

1 

Field  Advisor 

1 

Sr.  Accounting  Clerk 

1 

AccoTontant 

1 

Jr.  Caseworker 

17 

Sr.  Casev;orker 

7 

Co.  Supr.  Class  III 

2 

Co.  Supr.  Class  II 

2 

Co.  Supr.  Class  I 

3 

State  Field  Supervisor 

2 

Adminis.  Assistant 

1 

Dir.  of  Public  Assistance 

1 

Jr.  Ch.  V/elfare  Worker 

3 

Sr.  Ch.  Welfare  Worker 

4 

Informational  Rep. 

1 

Jr.  Statistician 

1 

War  flnergency  Nurse 

1 

Asst.  P.  H.  Nurse 

2 

Nurse  Technician 

1 

Jr.  P.  H.  Nurse 

6 

Sr.  P.  H.  Nurse 

6 

Advisory  I'Turse 

1 

NTirs.  Cons.  Mat.  &  Ch.  Hlth. 

1 

Dlr.  Crippled  Children 

1 

Field  Asst.  Plague  Control 

1 

Supr.  Plague  Control 

1 

Lab.  Helper 

2 

Sanitary  Inspector 

1 

Tourist  Camp  Inspector 

1 

Jr.  Chemist 

1 

Asst.  Sanitarian 

1 

TOTALS 


99 


48 


10 
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PAYROLL  CSRTIFI CATION 

The  Merit  System  rule  for  each  of  the  agencies  provides  that  all  em- 
ployees must  be  paid  at  one  of  the  established  steps  in  the  Compensation 
Plan  covering  all  positions  and.   that  all  salary  increacee  must  be  in 
accordance  with  the  Merit  System  rule.  In  most  cases  this  means  salary 
increases  cannot  be  given  more  frequently  than  once  every  six  months  and 
Increases  must  be  limited  to  one  step  in  the  Compensation  Plan  unless  there 
is  a  special  reason  for  a  greater  advancement.   All  of  the  participating 
agencies  with  the  exception  of  the  U.  S.  Employment  Service  furnish  the 
Merit  System  with  a   copy  of  the  monthly  or  semi-monthly  payroll  so  that 
a  check  coji  be  maintained  on  sr.lory  payments  to  determine  whether  there 
are  exceptions  to  the  Merit  System  plan.  The  agencies  are  immediately 
notified  of  any  exceptions  thr.t  are  trskon  by  the  Supervisor  and  proper 
adjustments  are  mp.de  p.s   soon  as  possible.  The  U.  S.  Employment  Service  is 
not  req^uired  to  submit  a  copy  of  its  payroll  since  all  its  personnel  actions 
are  under  the  direttt  supervision  of  the  U.  S.  Civil  Service  Commission. 
For  that  reason  it  is  not  possible  to  present  figures  with  respect  to  per- 
sonnel changes  in  that  agency* 
APPEALS 

In  order  to  insure  fair  dealing  for  all  persons  examined  and  employed 
under  the  Merit  System,  the  rules  provide  thr.t  the  candidate  or  employee 
may  make  an  appeal  if  he  feels  that  he  hr.s   not  been  given  proper  treatment. 
When  the  appeal  is  with  respect  to  any  part  of  the  exrjnination  process  it  is 
heard  by  the  Council  and  their  decision  is  final.  When  employees  make  rJi 
appeal  with  respect  to  any  phase  of  their  employment  cuch  p.s  dismissaJ., 
demotion  or  snlary  decrease,  the  appeal  is  heard  by  the  Council  which  makes 
recommendations  to  the  operating  agency,  but  the  final  disposition  of  such 
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appeals  rests  with  the  agency  concerned^ 

During  the  entire  period  that  the  Merit  System  Council  has  been  in 
operation  almost  every  appeal  has  been  presented  in  writing  and  there  have 
been  only  one  or  two  cases  in  which  the  appellant  insisted  on  appearing  in 
person*  During  the  past  year,  the  Council  was  called  upon  to  hear  only  one 
appealf  that  being  from  a  person  who  had  been  rejected  from  taking  a  written 
examination.  The  action  of  the  supervisor  in  rejecting  this  person  was 
sustained. 
COOPERATION  WITH  OTHER  MERIT  SYSTEM  AGENCIES 

The  Montema  Merit  System  is  occasionally  called  upon  to  administer  ex- 
aminations for  other  Merit  Systems  or  Civil  Service  jurisdictions  throughout 
the  country  and  these  other  agencies  have  in  return  given  very  fine  cooper- 
ation in  conducting  out-of-state  examinations  when  needed.  Employees  of 
the  Merit  System  office  in  any  State  are  unable  to  talce  their  own  tests  and 
in  order  to  qualify  for  promotion  they  are  usioally  expjnined  by  a  Merit 
System  agency  from  another  state. 

During  the  period  under  review,  such  examinations  have  been  given  by 
the  Utah  Merit  System  for  members  of  the  Montpjia  office  staff  and  employees 
in  Utah  have  been  tested  thro\igh  the  medium  of  Montana  examinations. 

Various  types  of  materials  common  to  all  Civil  Service  agencies  such 
as  classification  plms,  rules,  announcements,  compensation  plpiis,  reports 
pjid  studies,  and  the  like  are  continually  being  exchanged  by  the  various 
Merit  System  agencies.  A  great  deal  of  assistance  has  been  received  during 
the  past  year  in  making  studies  of  compensation  plans  throughout  the  coxmtry 
to  determine  whether  salaries  paid  in  Montana  for  certain  classes  of  positions 
are  in  line  with  salaries  paid  elsewhere. 

The  Montana  Merit  System  Council  is  always  glad  to  cooperate  with 
other  Civil  Service  agencies  ?Jid  wishes  to  take  this  opportunity  of 
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expressing  its  appreciation  for  the  many  kinds  of  assistance  that  have  'been 
received  during  the  past  year. 

FINAIJCES 

The  cost  of  operation  for  the  Montana  Merit  System  for  the  period  under 
review  is  presented  in  Table  XII. 

The  expenditures  of  the  Merit  System  office  were  distributed  in  such 
a  way  that  each  agency  paid  its  share  of  general  operating  costs  in  ac- 
cordance with  the  number  of  employees  in  that  agency  as  compared  with  the 
total  number  under  the  Merit  System.  On  this  percentage  basis,  the  total 
cost  was  shared  during  this  period  as  follows: 

Department  of  Public  Welfare  $U,227.37 

State  Board  of  Health 2,567.66 

Unemployment  Compensation  Commission  1,092.09 

United  States  Employment  Service  1,820.10 

CONCLUSIONS 

As  in  previous  years  during  the  War  period  the  recruitment  program 
for  all  classes  of  positions  for  which  replacements  were  needed  was  on  a 
continuous  basis.   In  addition  to  using  the  usual  types  of  publicity  dis- 
tributed to  individuals  £ind  organizations  throughout  the  State,  the  Merit 
System  office  secured  very  valuable  assistance  from  the  participating 
agencies  v/ho  conducted  intensive  recruitment  by  members  of  their  field  staffs. 
The  United  States  Employment  Service  being  essentially  in  the  business  of 
contacting  people  who  were  looking  for  work  was  able  to  locate  a  considerable 
number  of  prospects  for  employment  under  the  Merit  System.   Field  Super- 
visors and  county  workers  in  the  Department  of  Public  Welfare  were  con- 
tinually on  the  lookout  for  prospective  workers  particularly  Junior 
Caseworkers.  Public  V/elfare  Field  Supervisors  in  many  parts  of  the  State 
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TABLE  XII 
EXPEiroiTURES  3Y  CATEGORY  FOR  PERIOD 
January  1,    l^Uk  -  December  3I,    l^kk 


Category  Total  '^  of  Totel 

Person?!  Services   $  7720.^5  79*5 

Supplies     365.^1  3-S 

Communic^.tionB 505*  55  5*2 

Trp.vel  E3!S)ense 199*91  2.1 

Transport<-^.tion  of  Things 69. 03  .7 

Printing  and  Binding     193.66  2.0 

Rent  of  Premises 60O.OO  6.2 

MiscelL-moous 31*31  •3 

Repairs  and  Alterations 21.90               »2 

TOTALS   $9,707.22  100.0 

scheduled  interview  hours  at  various  towns  and  located  a  number  of  good 
prospects  for  employment.   The  same  type  of  assistance  has  been  received 
from  employees  of  the  State  Board  of  Health  and  the  Unemployment  Compen- 
sation Commission.   It  appears  that  intensive  recruitment  during  the 
past  two  years  has  made  the  purposes  and  needs  of  the  Merit  System  more 
generally  known  throughout  the  State  and  the  number  of  applications  received 
was  about  as  high  as  could  be  expected  under  present  employment  conditions. 
The  Merit  System  office  expects  to  continue  this  type  of  intensive  re- 
cruitment program  even  after  more  people  are  interested  in  employment  in 
order  to  make  sure  that  as  many  as  possible  of  the  well  qualified  persons 
in  the  State  are  informed  of  the  job  opportunities  offered  by  the 
participating  agencies. 
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A  considerable  number  of  the  new  enployeee  appointed  during  19^U  were 
veterans  of  the  present  war.  Most  of  these  people  have  been  appointed 
to  Junior  Interviewer  positions  with  the  United  States  Employnent  Service; 
however,  there  are  also  some  working  In  public  asslstmce  positions, 
stenographic  and  clerical  positions,  and  professional  positions  with  the 
State  Board  of  Health.  A  very  few  veterans  have  returned  to  the  positions 
which  they  held  before  the  war.   The  Merit  System  will  continue  to  make  every 
effort  to  contact  returning  war  veterans  so  that  they  crji  know  about  Job 
opportujiities  In  the  participating  agencies  and  take  exfuninrtions  to  qualify 
for  them  if  they  are  interested. 

Under  the  present  program  of  continuous  recruitment,  it  Is  possible 
to  examine  all  appliceints  for  positions  very  soon  after  they  file  an 
application.   In  this  way,  the  Merit  System  registers  are  kept  entirely 
up-to-date  so  that  the  agencies  are  always  able  to  consider  for  employment 
the  best  people  currently  avfiilable.  Continuous  recruitment  has  had  several 
advantages  oveV  the  previous  examination  procedure  of  conducting  two  or 
three  extensive  testing  programs  during  the  yerr  and  will  probably  be  con- 
tinued for  some  time.   After  more  people  are  avallrble  for  employment  it  mr.y 
be  necessary  to  limit  ex^minption  progrrjns  to  not  more  thi.n  four  to  six 
per  year  in  rjxy  given  section  of  the  Str.te  because  of  the  cost  involved. 

All  of  the  agencies  under  the  Merit  System  have  been  fortunate  in 
retaining  a  fairly  large  number  of  their  employees  with  a  long  record  of 
service;  however,  the  loss  of  experienced  help  has  been  sufficiently  great 
to  sometimes  make  it  difficult  to  find  people  qualified  for  promotion  when 
vacancies  occur  in  higher  classes  of  positions.   It  may  be  necessary  in  the 
near  future  to  announce  more  examinations  for  higher  levels  of  employment. 
It  may  also  be  advisable  for  the  participating  agencies  to  attempt  to  make 
further  provision  for  a  more  comprehensive  in-eervicc  training  ar.d  possibly 
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even  to  provide  for  additional  educational  leaves  with  pay  to  allow  people 
to  qualify  for  advancement  and  to  make  available  the  necessary  trained 
personnel. 

The  Merit  System  Compensation  Plans  still  differ  so:newhat  for  the 
various  agencies  and  for  some  classes  of  positions  it  is  likely  th-'.t  the 
rate  of  paj'  is  not  in  accordance  with  the  rcte  providing  for  similar  work 
in  other  State  agencies.  A  salary  eurvey  will  be  iindert.vJcen  early  in 
19^5  to  determine  whether  any  revisions  are  needed  in  present  salnry  rojigesi 
For  Various  reasons,  it  is  not  likely  that  it  will  be  possible  to  establish 
uniform  rates  of  pay  for  identical  positions  in  all  the  agencies  but  it  is 
to  be  hoped  that  such  •■^n  agreement  con   be  reached  as  soon  as  possible. 

It  is  anticipated  that  the  recruitment  problems  in  the  time  immedi- 
ately ciiead  will  not  be  much  Issr  difficult  thari  they  h<?ve  been  in  the 
past  tv/o  years.   Every  effort  will  be  made  to  secure  for  the  participating 
agencies  the  best  possible  personnel  now  available.  Ko  changes  will  be 
made  in  the  bf'.sic  principles  of  the  Merit  System.  Every  effort  v;ill  be 
made  to  give  rdl  people  seeking  employment  on   ..ou".l  opriort\uiity  to  qua.lify 
for  State  positions  regardless  of  politics,  race,  rex  or  creed  and  the 
operation?  of  the  Merit  System  office  will  be  conducted  as  efficiently, 
as  economically,  and  as  democratically  r>s  possible. 
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APPENDIX 
TABLE  XIII 
CLASSES  OF  POSITIONS  UNDER  THE  M017TA1TA  MERIT   SYSTIM  1/ 


Title  of  Position  N\iinber  of  Mininmm  Maxlmian 
Positions  2/          Salary  3/  Salary  3/ 

Department  of  Public  Welfare 

Director  of  Putlic  Assistance 

Administrative  Assistant 

State  Field  Supervisor 

Coxinty  Supervisor  Class  I 

County  Supervisor  Class  II 

County  Supervisor  Class  III 

Senior  Caseworker 

Junior  Caseworker 

Interpreter 

Director  of  Child  Welfare  Serv. 

Child  Welfare  Consultant 

Senior  Child  Welfare  Worker 

Junior  Child  Welfare  Worker 

Director  of  Auditing  &  Finance 

Accountant 

Supervising  Accounting  Clerk 

Senior  Accoiuiting  Clerk 

Statistical   Clerk 

Senior  Clerk 

Internediate   Clerk 

Junior   Clerk 

Supervising  Secretary 

Senior   Stenographer 

Intermediate   Stenographer 

JTonior  Stenographer 

Junior  Clerk-Typist 

Typist 

Telephone  Operator 

Correspondent 

Supervisor  Services  for  the  Blind 

Dir.  Statistics  &  Research 

Supervisor  of  Supplies  &   Services 

Merit  System  Office 

Supervisor 
Secretary 

Intermediate  Clerk 
Junior  Stenographer 
Junior  Clerk- Typist 
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1 

$275 

$325 

1 

185 

225 

6 

185 

225 

7 

175 

215 

10 

160 

200 

14 

150 

175 

25 

140 

165 

31 

125 

150 

1 

120 

140 

1 

215 

265 

3 

170 

210 

2 

150 

170 

5 

135 

155 

1 

215 

265 

1 

180 

220 

2 

175 

200 

3 

160 

185 

1 

160 

185 

9 

140 

160 

5 

120 

140 

5 

100 

120 

1 

160 

200 

13 

140 

160 

20 

120 

140 

27 

100 

120 

16 

100 

120 

3 

100 

120 

1 

100 

125 

1 

160 

200 

1 

150 

175 

1 

215 

265 

1 

160 

185 

1 

280 

330 

1 

150 

175 

1 

130 

150 

1 

110 

130 

1 

110 

130 

TABLE  XIII.  Continned 


Tifio  r.-r   p^^,-+4„„                  Number  of  Minimum  Maximum 
iltie  01  rosition                  _   ,^,    _,    _  ,    „,    _  ,     , 

Positions  2/    Salary  3/    Salary  3/ 

State  Board  of  Health 

Epidemiologist  and  Director 

of  Rural  Health  Work  1  $350  $400 
Director  of  Division  of 

Maternal  and  Child  Health  1  350  400 

Director  of  Health  Education  1  250  30O 

Field  Vferker  in  Health  Education  1  185  235 
Local  Public  Health 

Nursing  Supervisor  1  165  200 

Advisory  Nurse  4  185  235 

Supervisor  Premature  Care  2  165  200 

War  Snergency  Nurse  1  125  135 

Assistant  Public  Health  Nurse  2  135  150 

Supervisor  Public  Health  Nursing  1  250  300 

Senior  Public  Health  Nurse  11  160  190 

Junior  Public  Health  Nurse  5  150  165 

Director  Sanitary  Engineers  1  316.67  383.33 

Senior  Sanitary  Engineer  1  200  250 

Director  Div.  of  Food  and  Drugs  1  250  316.67 

Junior  Chemist  1  150  200 

Senior  Chemist  2  175  225 

Sanitary  Inspector  3  150  200 

Director  of  Hygienic  Laboratory  1  316.67  383.33 

Asst.  Dir.  of  Hygienic  Laboratory  1  183.33  233.33 

Senior  Bacteriologist-Serologist  1  200  250 

Junior  Bacteriologist-Serologist  3  150  200 
Deputy  Registrar  of  Vital 

Statistics  1  250  316.67 

Fiscal  Agent  1  200  250 

Senior  Stenographer  9  145  165 

Intermediate  Stenographer  6  130  150 

Junior  Stenographer  4  120  140 

Typist  1  120  140 

Intermediate  Clerk  1  130  150 

Laboratory  Helper  1  85  110 

hygienic  Laboratory  Assistant  1  120  145 

tfeemployment  Compensation  Commission 

Director 

Attorney 

Chief,  Research  &  Statistics 

Chief  Field  Advisor 

Field  Advisor 

&;i.3:.'vising  Claims  Examiner 

Claims  Examiner 


1 

330 

380 

1 

280 

330 

1 

225 

275 

1 

230 

280 

5 

200 

230 

1 

200 

240 

1 

160 

200 
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TABLE  XIII,  Continued 


Title  of  Position 


Number  of 
Poeltions  2/ 


Minimum 
Salary  3/ 


Maxiniun 
Sal?iry  3/ 


Unemployment  Compensation  Commission 

Chief  Accountant 

Accountant 

Senior  Accounting  Clerk 

Chief  Clerk 

Senior  Clerk 

Intermediate  Clerk 

Jijnior   Clerk 

Secretary 

Intermediate  Stenographer 

Junior  Stenographer 

Bookkeeping  Machine  Operator 

Senior  Interviewer 

Ifalted  States  Snployment  Service  4/ 

Director 

Associate  Director 

Field  Supervisor 

Personnel  Assistant 

Statistician 

Informational  Representative 

Maneiger 

Senior  Interviewer 

J-unior  Interviewer 

Intermediate  Stenographer 

Junior  Stenographer 

Intermediate  Clerk 

Junior  Clerk 


$250 

$300 

170 

230 

145 

165 

160 

200 

146 

165 

130 

150 

120 

140 

150 

170 

130 

150 

3 

lao 

140 

2 

130 

150 

3 

150 

200 

1 

0 
3 
1 
1 
1 
3 

16 

17 
3 

11 
3 

13 


330 

380 

300 

350 

250 

300 

180 

220 

195 

246 

230 

280 

205 

255 

170 

210 

145 

170 

130 

150 

120 

140 

130 

150 

120 

140 

1/  Includes  all  classified  positions  as  of  December  31,  1944. 

2/  Number  employed  as  of  December  31,  1944. 

3/  Minimum  and  maximum  monthly  salaries  based  on  compensation  plans  in 
effect  December  31,  1944. 

4/  Figures  given  for  minimum  salary  and  maximum  salary  are  based  on  basic 
rate  of  pay,  and  do  not  take  into  account  overtime  pay  for  time  worked 
in  excess  of  40  hours  per  week. 
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PERSONS  DESIRING  FURTHER  INFORMATION  OR 

CANDIDATES  WISHING  TO  PARTICIPATE  IN 

MERIT  SYSTEM  EXAMINATIONS  UNDER  THIS 

SYSTEM  MAY  ADDRESS  INQUIRIES  TO 

MELVIN  P.  MARTINSON 
Merit  System  Supervisor 
16  Granite  Block 
Helena,  Montana 
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